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Overview

This document  describes how Presenters and Attendees can use 
LiveMeeting to turn web meetings into interactive meetings once the 
LiveMeeting Client has been installed. (Please see training slide: NDE 
LiveMeeting Set-Up for External Customers for LiveMeeting Client 
installation help.)

This document will also provide information on how to do the following:

• Configure and connect the audio and video features available in a 
LiveMeeting. (i.e. computer audio, telephone conference audio and webcam.)

• Use the collaborative content features of LiveMeeting.

• Use Meeting Control features for handouts and notes.
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Overview
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 LiveMeeting provides collaborative tools that allow real time meeting 
management, allowing attendees to engage and gather or distribute 
information , as well as provide feedback. 

 The Presenter may utilize different tools in order to share content with 
LiveMeeting Attendees. 

 Depending on the type of permissions the Presenter grants to the Attendees, will depend on 
how much interaction the Attendee can actually engage in. 

 The Attendee will be able to view items the Presenter has chosen to 
share. For example: sharing programs, desktop , remote desktop 
sharing, documents, whiteboard , poll page, text page, web pages or 
screen shots.
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Voice & Audio

 LiveMeeting allows the delivery of two-way audio through the 
computer. This does not require any telephone connection and is cost-
effective. If the computer audio option is available, the Presenter and 
the Attendees only need speakers and microphones to participate in the 
meeting.

 A telephone conferencing service may be used as the audio for a 
LiveMeeting. Attendees will be given the conference information in the 
event  this is the audio option of choice.

 In the event this type of audio is used, the Attendee would join the meeting and 
obtain the telephone conferencing service information from the original email 
invitation.
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Join 
LiveMeeting

Click  the ‘Join the 
Meeting’ link  located in 
the email invitation or 
copy and paste the 
location link into the 
Internet Web Browser.
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LiveMeeting 
Workspace

The LiveMeeting 
workspace will be 
displayed.

In the event the 
computer is the audio & 
video of choice, the 
following steps must be 
done to set up the 
audio.

Click on the ‘Voice & 
Video’ pane link.
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Note : This process may need to be done one time, however, in the event of an 

audio or video issues, this step may help in the troubleshooting process. 



Computer
Audio

Select ‘Options’ and 
Click ‘Set Up Audio and 
Video’.

Plug in voice and audio 
hardware if currently 
not plugged in.
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Audio & Video
Warning 
Window

Click ‘Yes’ to continue.

(Note: voice 
conversations will stop 
during the set up. When 
the set up process is 
complete, the 
conversation will 
resume.)
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Set Up Audio 
and Video

Select the Speakers to 
be used from the drop 
down list and test 
connections.

Select the Microphone 
to be used from the 
drop down list and test 
connections.

Click ‘Next’ to select the 
Webcam to be used or 
select Finish.
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Webcam

1. If installing a webcam 
for the first time, follow 
the instructions 
provided with the 
webcam.

2. LiveMeeting will  
automatically start the 
video upon joining the 
meeting.  
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LiveMeeting allows the use of a  webcam to view Presenters and 

Attendees in real time. 



Webcam

In the event the 
Webcam does not start 
automatically follow the 
steps below:

Click the ‘Webcam’ 
icon.

Select ‘Start My Video’.

Select ‘Show My 
Preview’. 
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C O L L A B O R A T I V E  T O O L S

Lesson 2



LiveMeeting 
Workspace

Menu Bar- Depending 
on the permissions that 
have been set by the 
Presenter, this menu 
bar may change from 
time to time. 

Meeting Controls- allow 
Attendees to interact.

View Controls- modify 
view of displayed 
content.
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LiveMeeting Workspace



View 
Displayed 
Content

An Attendee will be able 
to view all items the 
Presenter has chosen to 
share from their 
computer; a document, 
a website, or even their 
desktop.

An Attendee cannot 
alter the items they 
have the ability to view 
unless permission has 
been granted by the 
Presenter.
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Whiteboard

The Whiteboard is a 
feature that allows 
attendees to share 
ideas, brainstorm and 
add annotations.

Note: The Presenter 
must grant permissions 
to attendees in order for 
the Attendee to engage 
and using the 
annotations. 
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Annotation 
tools

The annotation tools, 
allow the Attendees to 
draw freehand, add 
shapes or text, change 
the color of text and 
images, and highlight 
and arrange 
information in a logical 
manner within the 
whiteboard.

Note: The Attendee has 
access to interact with 
the whiteboard, when 
the annotation tools are 
visible.
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Poll Page

In the event a Poll Page 
has been posted by the 
Presenter, the Attendee 
may answer the poll by 
selecting the option 
button or colored box 
response from the 
displayed choices.
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Text Page

The Text Page allows 
attendees to copy text 
from any source, such 
as Microsoft Office 
Word or HTML pages, 
and paste it into the 
Text Page. 

The collaborative 
capabilities of a Text 
Page enable multiple 
attendees to enter text 
at the same time.
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A Text Page is a blank, editable page on which the attendees can 

collaborate and type text content.



Web Page

If the Presenter chooses 
to share a website, each 
attendee is provided 
with an independent 
connection to the URL 
of the web page. This 
allows the Attendee to 
navigate the site freely, 
independently and 
privately. 
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Using the Web Page feature of LiveMeeting, allows the Presenter to 

share the URL of any Web site with the attendees. 



L I V E  I N T E R A C T I O N
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LiveMeeting
Interaction

The Attendees may 
interact with the 
Presenter and other 
Attendees.

Attendees may chat 
with other attendees 
and provide 
presentation content 
and notes.

The following 
information will 
provide information on  
how to use the 
interactive features of 
LiveMeeting.
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Chat with 
Attendees

1. In the ‘Attendees’ pane, 
right-click the attendee 
with whom you wish to 
chat with. 

2. Click ‘Chat’ to open the 
chat window where 
messages can be typed.

3. Click ‘Send’ when 
message is complete.
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LiveMeeting provides a Chat feature that enables two participants to 

have a one-on-one chat with each other.



Q & A

The Q&A feature, 
allows Attendees to ask 
questions and receive 
answers. 

Click the ‘Q&A’ pane 
link on the menu bar to 
display the Q&A pane 
where questions may be 
entered.

Type in the question 
and Click ‘Ask’.
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Q & A

Attendees may indicate 
a question by using the 
‘Raise your hand’ icon. 
This feature will let the 
Presenter know, there is 
a question.

(Questions can be 
deleted by clicking the 
delete icon, displayed to 
the right of the raise 
hand feature.)
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Meeting Pane

Click the ‘Meeting’ pane 
link to view meeting 
information and get 
connection status.
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Meeting 
Controls

Click the ‘Speaker’ to 
mute or un-mute 
sound.

Click the ‘Microphone’ 
to mute or un-mute 
microphone.

Select ‘Feedback’ drop 
down arrow and select a 
feedback option to 
notify the Presenter of 
any issues or questions.

LiveMeeting Help
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Meeting controls are used to interact with other participants in a 

meeting. Each participant has the ability to mute or un-mute their 

microphone or speakers, start or stop their webcam, provide 

feedback to the presenter, download handouts or take shared 

meeting notes. LiveMeeting help may be accessed from this 

menu bar as well.



Distribute 
Handouts

Click the ‘Handout’ 
icon.

Click the ‘Upload’ 
button in the Handouts 
dialog box, to upload a 
document to be shared. 
(Attendee must have 
permissions to do this.) 

Select a document to be 
downloaded, then click 
the ‘Download’ button.
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Using the Handouts feature, the Presenter may provide documents to 

the attendees, to ensure that everyone receives the same input at the 

same time. 



Share notes

The Shared Notes 
feature allows multiple 
attendees to edit the 
content simultaneously 
and can be saved on the 
computer.

Click the ‘Shared Note’ 
icon.

Enter notes into the 
Shared notes window.

To save the notes, Click 
‘Save’ icon, then enter 
location to save notes.
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The Shared Notes feature of LiveMeeting  permits the attendees to 

capture common meeting notes. 



Navigation & 
View Controls

Click the ‘Up Arrow’ or 
‘Down Arrow’ to 
navigate through the 
currently displayed 
document. (Depending 
on Attendees 
permissions, this may 
or may not be visible.)

Click the ‘View 
Control’s to modify the 
currently viewed 
displayed content. 
‘Zoom In or Out’ and 
switch to full screen 
mode.
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View Controls



Summary
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 LiveMeeting provides collaborative tools that allow real time meeting 
management once LiveMeeting Client has been installed.

 Participants can interact with tools such as the whiteboard, text box, 
handouts, shared notes and more.

 The Presenter must grant permission in order for Attendees to fully 
engage and interact with the certain collaborative tools.

 Audio options are available. (Computer audio, telephone conferencing 
service & webcam)


